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AFI  36-2301, 22 July 1994 is supplemented as follows:

2.4.10.  Air Force’ s Personnel Center (AFPC) notif ies Education Services and Mi litary Training (75
MSS/DPEE) on personnel selected to attend the Senior NCO Academy (SNCOA).  75 MSS/DPEE will
produce the SNCOA training report on individual personnel (RIP), a cover letter with an suspense date,
and forward them to the affected units.  The affected units will complete the training RIPs and return them
to 75 MSS/DPEE no later than (NLT) the established suspense date.  If a person declines attendance, th
member will be immediately referred to 75 MSS/DPEE for further action.  75 MSS/DPEE will brief Air
Force policy to any member who decides to decline attendance to the SNCOA.  Prepare the declination
statement, have the member sign the document, and process in accordance with established guidelines.

2.4.12.  The NCO Academy (NCOA) selection panel is responsible for identifying personnel assigned to
the Ogden Air Logistic Center (AFMC units only) to attend the Academy.  The panel is made up of the
following required members:  senior enlisted advisor, chairperson; unit first sergeant, member; 75 MSS/
DPEE, recorder.  The NCOA selection panel will:

2.4.12.1. (Added)  Meet NLT eight weeks prior to a scheduled NCOA class start date.

2.4.12.2. (Added)  Use the NCOA Eligibil ity Roster as the primary source of information for making class
selections.

2.4.12.3. (Added)  Use a senior base selection process to select personnel to fill all primary quotas and no
less than three alternates per class.

2.10. (Added)  Commanders will: Ensure personnel are afforded every opportunity to attend PME. 

2.10.1.  Ensure personnel selected as alternates are prepared to attend class on short notice if the primary
has been excused/determined unable to attend their scheduled course. 

NOTI CE: This publication is available digitally on the OO ALC WWW site at: http://scsweb.hill.af.mil/
pdl/pubs.htm. Personnel with no access to electronic media may view the publication at the Base Master
Publications Library, 75 CS/SCSP.

COMPLIANCE W ITH THIS PUBLICATION IS MANDATORY
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2.11. (Added)  The Senior Enlisted Advisor (SEA) will : Keep the commander informed on the enlisted
PME program. 

2.11.1.  Work with unit commanders/first sergeants to ensure the effective use of training quotas.

2.11.2.  Review requests for non-attendance and provide recommendations to the commander.

2.11.3.  Work with 75 MSS/DPEE and the Airman Leadership School (ALS) on issues/conflicts affecting
enlisted PME. 

2.12. (Added)  Unit Fir st Sergeants will : Review the RIP, identify, and correct any problem with the
NCOA eligibility roster (i.e., names missing, errors in unit assignment, incorrect information concerning
the person’s eligibility, etc).

2.12.1.  Be knowledgeable on issues that could affect their personnel from attending the NCOA (i.e., per-
sonal, mission, temporary duty requirements, etc).

2.12.2.  Ensure personnel selected to attend the NCOA and ALS meet the requirements identified in AFI
36-2301, AFI 40-502, The Weight Management Program, and AFCAT 36-2223, USAF Formal Schools,
upon selection notification. 

2.12.3.  Ensure the NCOA selection RIP and alternate notification letter is completed correctly and
returned to 75 MSS/DPEE NLT the established suspense date.  If a person declines attendance, the mem-
ber will be immediately referred to 75 MSS/DPEE for further action.

2.12.4.  Keep their commander informed concerning their unit’s personnel selected to attend the NCOA
and ALS. 

2.12.5.  Notify 75 MSS/DPEE or ALS immediately when a situation exists affecting an individual’s abil-
ity to fill their assigned training quota.  If  a unit is not able to fil l the quota, sufficient notification will be
needed to divert the quota to another unit.

2.12.6.  Fill quotas and identify alternates in case the primary candidate is unable to attend the course.
The alternate must be briefed on their responsibili ties and be prepared to attend the course on a short
notice.

2.12.7.  Hand out student information guides to individuals selected to attend ALS.

2.12.8.  Ensure each student is given a weight/body fat validation letter.  

NOTE:
The letter will indicate the student’s height, maximum allowable weight, current weight, maximum allow-
able body fat, current body fat, and the date the weight and measurements were taken.  Students will be
required to present this letter to ALS during the first hour of attendance.

2.13. (Added)  75 MSS/DPEE will: Manage all NCOA and SNCOA training quotas.  The ALS Flight
Chief is responsible for the overall management of all ALS training quotas.  

NOTE:
The Personnel (388 FW/DP) office will work with the 75 MSS/DPEE on the management of Ai r Combat
Command’s (ACC) NCOA training quotas.  This includes all ACC units/personnel assigned to Hill AFB.
Other associate units assigned to Hill AFB  will identify a unit primary point of contact to work with 75
MSS/DPEE on their enlisted Professional Military Education (PME) training quotas.
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2.13.1.  Prepare selection notification letters and RIPs for personnel identified as primaries to attend the
NCOA and forward them to the appropriate unit commanders.

2.13.2.  Prepare selection notification letters for alternates and forward them to the appropriate unit com-
mander.

2.13.3.  Brief Ai r Force policy to any member who decides to decline attendance to the NCOA, prepare
the declination statement, have the member sign the document, and process in accordance with estab-
lished guidelines.

2.13.4.  Forward NCOA temporary duty orders upon receipt to the appropriate units.

2.13.5.  Maintain a minimum of two alternates per class.  

NOTE:
If the number of alternates falls below the minimum, 75 MSS/DPEE will contact the unit first sergeant for
the next person identified on the NCOA eligibility roster and inform them of the member's selection as an
alternate for class XX.

2.13.6.  Inform the SEA on any problems filling NCOA training quotas.

2.14. (Added)  ALS FL IGHT  CHIEF WILL: Allocate training quotas to each unit based on their
assigned eligibles.  Additionally, other class quotas may be provided to the 419 Fighter Wing (419 FW)
and/or the Air National Guard if they have an eligible person available to attend the course. 

2.14.1. Assist units in scheduling first available class slots for individuals selected for promotion to Staff
Sergeant. 

2.14.2.  Provide eligibility rosters to units monthly.

2.14.3.  Inform the SEA on difficult ies in fi lling training quotas, lost training quotas, and student releases.

2.14.4.  Inform the Commander (75 MSS/CC), the student’s commander, and the SEA in writing when a
student is released for administrative, academic, and/or disciplinary reasons.

2.14.4.1.  An administrative release occurs when a situation outside the student's control affects their par-
ticipation and possible completion of the course (i.e., emergencies, illnesses, real world contingencies,
etc).  Personnel released for administrative reasons may not be rescheduled to attend ALS until the situa-
tion causing the release has been resolved. 

2.14.4.2.  An academic release occurs when a student fails to maintain a cumulative score of 70 percent.
Personnel released for academic cause must wait at least six months before being rescheduled to attend
ALS.

2.14.4.3.  A disciplinary release occurs when a students fails to follow Air Force Standards, rules estab-
lished by the school, and/or displays an attitude that is disruptive.  Personnel released for disciplinary rea-
sons must wait at least one year before being rescheduled to attend ALS.  In addition, the ALS Flight
Chief will provide copies of all documentation (memorandums for record, letters of counseling, etc) to the
member's commander that resulted in a disciplinary release.

2.14.4.4.  Inform student of their rights for an appeal.  The student may submit a written appeal within
10-days working days of return to home station/unit.  The appeal authority at Hill AFB is 75 MSS/CC.

2.14.5.  Provide student information guides to units with eligible students.
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4.2.1. (Added)  The SNCOA is located at Maxwell Air Force Base, Gunter Annex, Alabama.  All S
and SMSgt selects will be scheduled to attend the school.  MSgts may also attend if their promotio
fall within the parameters established by the AFPC following the release of SMSgt promotion line
bers.  

4.2.2. (Added)  The Air Education and Training Command’s NCOA location for Hill AFB personn
announced in July of each year.  All TSgts and TSgt selects will be scheduled to attend the schoo

4.2.3. (Added)  The 75th Air Base Wing’s (75 ABW) ALS provides training to all personnel assign
Hill AFB and surrounding areas.  Quotas are also made available to the Air National Guard and 4
All SrA with more than four years of service or on their second enlistment will be scheduled to atte
school.

THOMAS A. O’RIORDAN,   Brig Gen, USAF
Vice Commander


